JOB ANALYSIS LIBRARY

Attaching a Job Analysis to a Position Description
Introduction

The purpose of the Job Analysis (JA) Library is to improve our ability to share job
analyses throughout the CHCO community.

Guide Contents

This guide provides instructions on attaching a job analysis to a position
description.
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Attaching a Job Analysis to a Position Description

Step 1

After logging into Lotus Notes, double click on the PD Library ICON .
This will take you to the Job Analysis (JA) Library. Click on Job Analysis (JA) Library.

Step 2

This will bring up a list that contains position descriptions throughout GSA. Click triangle

¥ Region 05 oy 1o Region to display Service. Click triangle  * PBS
Service to display PDs. Double click on the PD to open.

. Next to

15 S RTERY] Q Search by Keyword | Expand All § Collapse All | View Occupants List § View Job Analysis
y ‘ Pay Plan  |Series  (Grade |Postion Title ‘ |PDZ [Vacancy Numbers DociD
ome
b Central Office
b Executive Resources
b National Capital Region
b Office of Inspector General
b Region 02
. ¥ Region 03
¥ LEGAL
o0
PGS 02001 14 AssistantHuman Resources Officer 3307697 51CF22F3DDC51FBA8525758B00501318
PGS 0301 14  Emergency Program Specialist 3307754 AGAGAIABCIEEGSEGE525758B00501317
PGS 0501 14 Financial Management Analyst 3307827 DDBADFD4CZBDSAG0RG2E75EB00501312
PGS 1234 14 JATest! 7896541 37F47AB1EACE3370852575840064F ARG
s PGS (M0 14 Program Managsr 3307553 DEFACBYTCRDED TARDSTSEELB01212
GS 0301 714  Special Assistant To The Deputy Regional 3307336 AAB427TB5TFIFF248525/58B00501314
Administrator
PGS 0301 13 Congressional Services Specialist 3307612 51EE2523852586948525742F006A36E2
GS 0301 13 Congressional Services Specialist 3307612 DCECEB554E330F768525758B00501311
Exit GS 0301 13 Emergency Program Specialist 3307849 3E6B52666B67E8 1085256 DEFI06ERQA3
PGS 0260 13 Equal EmploymentManager 3306696 Da7C293AIBDDF3B90525758B00501312
PGS 0201 13 LeadHumanResources Specialist 3307634 592AE2FBEAD0A1088525758B 00501315
PGS 0201 13 LeadHumanResources Specialist 3307939 B3ED0ESCAIDDI1DARS25758B0050131C
(InformationSystems)
GS 1102 13 Procurement Analyst 3307834 1550FFECDB7782C08525758800501318
PGS 1035 13 Public Aflairs Specialist 33076891 21CCFR9195F68A3088525758B0050131A
» PBS
» PBS Building Bleck POD PDs
b Region 04
» Region 05
» Region 06
b Region 07
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Step 3

To add a JA to the PD, click on the Attach/Edit/View Job Analysis

Attach/Edit View Job Analysis
= button at the top.

Step 4

The Job Analysis Form will open. Click in the small box next to “Attach a JA”.
JOB ANALYSIS FORM

Standard: Regional

Region: Region 03

Service: QAD

Posttion Title: Special Assistant To The Deputy Regional Administrator
FD# : 3307336

Series: 030

Grade: 14

Vacancy Announcement #s related to this JA/PD
Add Mew Mumber I

Modify Mumber
Delete Mumber

Mtacha JA->_ | €&—F 73—

View PD |

The “Create Attachments” window opens. Search for the file and select the JA you want
to attach. Click on the create button to attach the file.

Lok in: | = Word j i g
-‘E__]Il'ldl‘-r'idLlEd Customer Service Award - Rathna Lingamaneni l'!—"__l_]Llnda 200
;@Indi'-.-'iciual Customer Service Award - Rathna Lingamanenii LI!E]Lincla 200
iﬂ_]ll'ltEl"-:’iE'.—'—.‘ MNotes for Deputy Position i@_]Linda 200
IEJIH'-.-'esﬁgaﬁnn Determination iﬂﬂLincIa -2
@_]JA Library message for CHCO Mewsletter IEﬂLinda - Fi
[ 1A Library message for NMT ig'_]Lincla -Fil
(£] ] (2]
File name: |JA Library message for NMT

Cancel
Help
04,/2742003 12:52: 20 P 29K bytes W Compress
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To save the Job Analysis click on the “Save and Close” [i Save & Close button at the

top of the screen. The Job Analysis is attached and saved.

! ~Save & Close |i_::ﬂll:sse|
JOB ANALYSIS FORM

Job Analysis Information

Standard: Fegional

Region: Region {3

Service: DAD

Position Title: Special Assistart To The Deputy Fegional Administrator
FD# : 3307336

Senes: G301

Grade: 14

Wacancy Announcement Hs related to this JA/PD
Add Mew Mumber

Modify Mumber
Delete Mumber
Attach a JA -=__| F: ] ]

Mew Job Analysis.doc

You can also view and edit JA from this area. Click the Attach/Edit/View Job Analysis

button.
Attach/Edit View Job Analysis

However, you can only edit if the file attached is a Word document.
The same procedures apply to attaching a JA in the Master Library.

—_—

) fCIDSE )
Click Close :ﬁg button to exit form.
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